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RECORDS MAVAGEMERT DIVISIOR
Ascowplishments During Cslendar Yesr 135k

Project
/1.

( Cc’“m (}*?M stk £ o
2« b

dards Tor Procurement

e and t}tﬂizattm of Plling

Cabinets.

3. Portable Desk Tray Progras.

i3
v

gtandards for Filing Bupplies.

S

S

X

2.

Benefits

Reduced the tymn of foléert
stocked ~ride from Sh to
6, resulting in economies in
pmeumnt, gtocking and
handling:

8. Reduced evermge cost of flle
folders from 7.5 cents to 4.2
cents st & savings of $11,210.
{vasis is procurement for 'S}
and 5k}

b, Savings of $5,20 in safe
ecabinet filing space for every
100 standard folders used
ingtend of pressboard folders.

Reduced the types of corraspondence
cavipets stocked frow 17 to 6
resulting in ecomowies in procure.
want, stockling, hmﬂling and

of Tive apace,

a. The use of Tive draver instead
of four Araver cabipets provided
savings of 47,500 in space and
egulpnent . h&a&a ia procure~
ment in 1954},

b, Ravised s purchase order %o
elimipate unnecessary locks,
saving $1500.00.

c. Baved 3395.00 on one order for
special cabinels,

Procurement of 1500 traye now in
process. Hstimated saving in sefe
space iz $2%,500.
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V &, Survey of Cable Reference, 4. BHo benefits at present as
Disposition, and Vital mm:am recOmpendations heve not
RBequiresents in the 0ffiece of yet been Implemented.
Commanieations. '

/'$. Coordinste spd Maintein Control /5. Esteblished or revised 10

of VYital Materisl Deposite, office schedules, sssuring
_ timely and complete deposits
of vital msierials. Adequacy
and current confdition of
program are reflected by
deposite during the year as
followns

8. Documenis - 135 cu. £t,.
or approximetely 237,000
sheeta of paper.

¢. Pilm - Mmhm sent-

. fng &Wﬂly 6,257,&9@
j [ ";ﬁ“y%”élﬁi e é{{ < ﬁ‘m sheets of paper.
— & Ioventory and aeemﬁim System £, Revised the systen 1o provide:

for Control of Vital ¥Materials.
2. More positive and Taster
means of secounting for
vital materisl deposits a:d
= vithdrswal activity.

b, Reduction in the nusber af
inventory pages.

¢. Elisinstion of band-stawp.
ing of the security ehsn
u‘imtiaa

d. Reduction in elre of the
inventory form for sore
convenisnt Miing.

T -/ Burvey of Hicrofils Operetions © T. BReviewed 16 projects and estsh-

: lished s complete inventory of
squipment resulting in the follow-
ing bepefits &ffevting 5 of the
rrojectss

a. Revisad procedures, substituted
wore suitable equipment, and
: transferved 1dle equipment to
s;g%mmn une for saving of
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/ 8. HReview Mierofils Equipwent apd
Supply Requests,

\/9,_ Microfils Camers Tests.

10 a‘/ Records ¥ansgement Burveys,

11 ﬁ,}/m,awﬂim Plan for DD/P Ares.

)

b. Bsjor benefit will not be
realized unti) survey 1s
coupleted. Present status ~

8. Reviewed 32 requisitions for s
totel savings of $5,692;

a. Bubstituted less expensive
and more suitable eguipment

b. 3 requieitions cancelled.
arrangesents made for re-
questiors io use existing
equipsent),

9. Conducted s conperative operationsl
test of two nev cewerss. Hesults
sre he aspigning cameras

. 10. Conducted surveys in' 12 offices

which provided and sctivated plans
for:

a. %’;&etiﬁn in requivenents for
iee spece, filing equipment,

end I'ile personns) thru the
continuing transfer of insctive
records to the Records Center.
Dieposition plans established
for 11 offices witn 19,007 cu. £¢.
of records.

b. Use of the standard agency
filing system vhich provides:
Fasten wore complete, reference
service; & uniform method of
f1ling and finding records}
leasened dependency an key file
persomnel; centralized training
of Pile persommel; transfer of
Tile personnel without retraining;
and & cut-off system for retire
ment of insctive records.
Systew instslled In 10 offices
inclwding 102 series of filem.

11. BReviewed and spproved a disposition
ylan which authorizea the tranefer
or destruction of o limited yolune
of records from sctive office sphce
{actual volume not yet reported be-
cause of security restrictions im-
posed )

*
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Procurement of Records of Other

13, Records Cenmter Operations.

k.

R

15.

16.

17.

Cre-Time Presssesbled Carbon v
srd Tissue Sets {letterex).

Persannel Office Fattern'’

rorrespondence .

Reports Management Program.

Correspondence Managesent Program.”
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13.

ih.

15.

1i7.

4 for trensfer of 576 cu.

records frow two agenciee
for operationsl reference and
reascarch PUYpossSE.

£t.

Received, ssintained, serviced and
mmé insctive Agency records
with venafite as Tollows:

Received ThOl cu. £t. of
records, eguivelent to 936 safe
cabinets valued at $222,500 and
TI00 sg. ft. of office spece
valued et $17,750.

Disposad of 1457 eu. ¢, of
records, squivelent to 182
pafTe cedinstz wlued at

D

343,316,
e. Servieed requests Tor 89,292
records. T e

Over two million sheets of
Letterex used in preparing cor-
resyondance effecting material
and labor savings of $9,017.

Tuproved nine types of latters.
Recomendations resulted in an
aversge reduction of 20% in
letter content snd in improved
public relations.

- Provided the Office of ihe

Comptroller and the Logistles
Office with specific guldes.
Made gepersl guldes svailable

. y-wide. No benefite until
activation of office progrems.

M ig,‘ -t }J”,;f .» WA ,.
Scheduled for distribution 21
Janus 2 ry 1955. Ho benefits in
19%4.

Approved For Release 2005/1 1IZ}§2¢IA:RDP70-0021 1R000700060043-0

- U




Approved For Release 2005/11/21 CIA RDP70 00211R000700060043-0

18, Correspondence Style Stapdards 18. A henfbook has been completed
and Procedures. and vhen distributed will:

2. Promote labor saving practices
not resently described in
Agency maousls .

b. Provide a more wsable training
and desk velference.

¢. Result in faster training and
isevessed produciion by
slininsting the present
eonfusion over Torsats and

styles,
15, Security Claspification of Blank 19. Prevented gverclassification of
Pores . stocks of blank forms by edding

- under the preprinted Security
. 4 Classiflecation the notation
"When Filled Yn."

8. Reduced reguirements for
secure siorage Tacilitiesn,

- _ _ - b. Bimplified printing, stm'aga,
' ' tssuing and hendling
Procedures.

20. Ponctional Yorws Piles. 20. Ellminsted and consolidated
: Auplicate Punctions) M™Mles:

8. Provided complete vitel
waterials file of forws.

b. Baved In eguipeent and
ssintenance coats $157.00.

21l. Information Regorts. 21. W the format and Wﬁ
reporting procedure for

Teports issued by Clsndestine 1
Services and the Office of
Operations, Saved 48120 in
printing costs and substantial,
but upevaluated savinge in tive
for preparation and processing.

22. Porma Fubering Systesm 22, Revieed the forms mmbering
systen whiochs

&. Prevented habltua) disruption
of the aystem due to orgmniz-
ational changes.

Sl B Emagu security syaten

by PO forue wﬁh & greater
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23. Forwss Index. \/

2k, FYormws Management Services. /

. Employees' Suggestions.

26. Standerds Tor Program Operation.
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23. Provided Alency-wide information
to persons on avellable forus,
theveby refucing possibility of
creating vnofficlal snd duplicete
ones,

2h. Prwiée& fm amalysia, design

prosurensnt gervice covering

3%31 ney fﬁm, 481 reprints of /

fem k47 revisions of forms, and
elintnation of 120 forms.

&. Reduced the iwem
form usage from 1 ﬁi«& 7
mrmmlﬁsmll, in .

195% for a total reduction of
576,172,

b. Through the reprint review
Emm reduced reprint requests
:w*

. Frovided for use of 125 .
applicable forme of other
Goverment, apencies.

25. Approved 17 of kb suggestions
received resuliing in estimated
sevings of $2357.00 in three
ceges and intangible savings in
1ih ecases,

26, Provided Agency officiamls with
standards and sethods for the
operation of the Records Manmpe-
gﬁﬁe Progran gﬁ £ ﬁeertmlim <

through :ama ot
books-of instruebion, net S oor SBLEGIB
progran gulles ,

a:mm?.
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